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FUAHOE DIVJBX0K OPAHAHNQ PKOCfciXJHS #80-6 



Fersotm*! Clearances 


It June 



A* till* instruction oatliass the responsibilities of tho Finanoo 
mvH&en sad the action to to taken tor ths teanotco *f the 
Division in clearing parseaasl resigning toe* the *««*. Sw 
scope of thi* instruction covers th* resignation, tewdnatlea 
or separation of personnel fro® th* Agency, i n clu d in g LW0I in 
erects of 60 days, transfers from uiwouchered position to 

integrated or wwrt positions, sad to tot 

mod Military Persona*! returning to tfaeix 

B« The Finance Division 1* responsible to insure that indebtedness 
of the iattvldatl to the Agency is recovered prior to psynent 
of the Individual** final salary (including terminal leave), 
travel or ssy other payments and,, there- necessary, to li q uida t e 
such indebtedness by retirement credit or initiate euoh other 
methods .of recovery as nay be necessary* 

C. the Operations and Liaison Branch will fee the contact end 

control point id thin the Finance revision fbr personnel olearancee 
Hie Accounts Branch end Travel and Payroll Branch Will perform 
support functions with respect to Such clearances* 


The Office of Personnel end Military Personnel L%fcach»ent have 
agreed to forward, at the first of .each week, a list to Operations 
end Liaison Branch, including the nones# Office to- aSileh attached, 
whether paid from vouahered or unvcswhered funds# and date of 
termination for ell personnel who will he separating £rm the 
Agency daring that calendar week. Any inquiries received by 
other offices In the Finesse Division will be referred to the 
Operations end Liaison Branch far action. 


m. oFEHAfiks wmimm 


A. The Operations end Liaison Branch villt 

1* Obtain pseudonyms, alias, etc., pertaining to th# personnel 
named, fron the Finance Registry or other sources. 

2. Prepare the following ferns for routing to the Branches 

concerned in the true nan* of individuals involved, attaching 
thereto a lift of all applicable pseudonym, alias, etci 

a. Form 20-6A - “Notification of fersdnation Action to 
Payroll Office* 


gi B o - g n 
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b, For® fu-6B - "fiaanes i lviaion Clearance Faro - Current 
Activity* (Two copies will te completed} one routed tet 
Travel Section, end one to the Chief Auditor of the 
applicable u It Lb wiles) , 

e. For® 20-6C - "Flames Division Clearance Fora - Accounts 
Branch* (Forward fens to the Chief* Accounts Receivable 
Section* Account# Drench) . 

d. Tom tO-ij - "Pirustce i 1 vision Final Clearance i on#*’ 

(Mill be retained by 0 It L S eetion until Fores 20-61: 
end 29-6C ere returned), 

3, Ob receipt of the clearance forae fwm the respective t actions, 
the Infematlort will ho consolidate for the purpose of 
dctenslnlng the action to be tatea* Clearances furnished by 
ths Operation# and Dielses Brunch Cor tuning Officers tdil be 
booed on information provided by the Accounts branch, l ayroll 
end Trovcl French end the Operation# sad Liaison French Chief 
editor concerned* If the individual is returning free an 
oversew station, and if Fem 20-4B fna Travel & action advises 
that a Transfer and Clearance Sheet or its equivalent has not 
bscn received fm the individual 1 s foratr S tation, clearance 
will be not be provided until the individual’s station 
clearance status has bean determined by cable, 

For those employee* she are net indebted to the Agency, as 
in dic a t ed hr Finance ^vision record# * the Operations and. 

Office and advise 

that the cspkyee can be processed withont coning to this 
office, (Fereeanel paid frees unvoueherod funds my be cleared 
in this nanner, but arc required by Regulation to personally 
deliver the completed Clearance Font to the unvwehered funos 
FAgrrell Section.) Tom 20-61) sill be eeafletsd by the 
< poratione and Faison officer concerned and will be forwarded 
along with Fores 20-6B and 20-6C, to the appropriate uirvcraeher- 
ed funds payroll section for filing. T T rv^t 

individual la Kllltary, or is paid by vouehcred funds Payroll 
Branch, Fora 20-6!: and sttaohmsnta will be forwarded to the 
Finance Division Registry for filing, 

5. For those individuals who are indebted to the Agency, In 
accordance with Finance Division records, the Personnel Office 
will be notified by telephone that the individual must report 
to ths respective Operations and liaison Office for Finance 
Division clearance . 

6 . After notifying the Personnel Office that an individual rcust 
call in person regarding his indebtedness to ths Agency , the 
Operation* and liaison Officer will request ths Payroll Settign 
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to determine the amount of tcaslaal leare and final salary 
to he paid the individual and the Agency retirement credit 
balance apf llesbl* to the individual. A similar request mill 
he macs* of the Fiscal tiviaien, Payroll Branch* with regard 
to employees paid flro* voucher id Feuds. 

?* At the thus tbs residing aaployee reports to the Qporattoj* 

«*d Liaison Branch sn attempt will he made to liquidate the 
lmdobtednuts without set-off of salary or retirement by 
hewing the rcrploywe render accountings for ard/or refund of 
the outs tJwwiing amount. 

8* Failing to obtain accountings or s reftad from the employs© 
sad the incebtedneos is l«se than the amount that can he 
collected by set-off frees the amount due the employee, the 
Operations and Lialaoa Officer will indicate the amount of 
iBdabtednnss on the Final laymen t Clearance i heat. Form »a* 
3 b- 30 , sigm the fora as provided, and ask the employe© to 
return the clearance for* to the Personnel Office. 

9 * Should thes usourtt of the Indebtedness be non than can he 
obtained If set-off, the employee will be referred to the 
Chief or lopsty Chief of the Finance i i vision, #so will contact 
the Area J i vision cone ere --d as to actios to he taken. 

10. Immediately after signing the Final Payment C iterance Sheet; 
the Operations and liaison Officer will notify the respective 
Payroll faction (Veuehsrwd or E nvouehered) % telephone as to 
whether an indebtedness should be Indies ted in the sqplayeo** 
payroll folder. If as off-set is to be made from the final, 
payments due- a V ouoher«d Funds employee, writ tan notification 
of such indebtedness mill be addressed, to the Fiscal ‘triad on 
Payroll t action, -f an off -set is to be made from final jmymeat# 
da© am anvauahered fuada ©splays© Form 20~6b and attachments 
wiH be haad carried to the Payroll Seetlon ooneswui for 
inclusion in tbs payroll folder to substantiate the amount to 

be collected from the employes. 

11. The dpar»U.:>ns and Liaison Officer will be the contact point 
with the Fiscal Fivialon with regard to settlamsmt of amour to 
due from employees who are- payrolled ftm voucher ©d funds. 

IF. * nr guestisnsbl* items as indicated cm the Finance ivislor 

Cloaarsne© form and sag known emission or eesnission shoult be 
lwrsstiga ted ly the Operations and liaison Office in conjunction 
'with other T' ranches concerned before final a* termination la 
made as tc cl sranos. 
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B. Accounts Rsedvabl* taction villi 

1* receipt of Fonts 20-6C, transcribe t harem th* balance- 

as record**! In General Ledger Account* 3i|2.2, lUt.l, liii.fi 
UL*3, 11*6.4, 116. 7, 148, 150.1, 150.2, 300.1 end 300.2 for 
the nesses furnished with the Fora 2Q-6C. 

2* Indicate negative ststuMBti for those gen-^ral ledger socO'unte 
in which m balances are shown. 

3. Indicate on the fans the latest date of recordation, aa wall 
as the date the r "scores were checked. 

k * Indicate or the form ary pertinent rsaarks that might assist 
f ha operations and Liaison of fleas in clearing the n*®t®. 

5* Return the conflicted Foams 20-60 to the respective Operations 

sad Liaison offices In the nost expeditious manner. 

C. The Ibavel § action wills 

1. ypon receipt of Fore 20-6B, chock the nawsss to tho respective 
travel folders and Iniicata on tho fern, as provided, the 
status of the following: 

a* Advances received in the Hold not recorded 
b. Advances received in Paadqusrters not rocorded 
0* Other known unrecorded advances 
d. Certified ec countings sot recorded in Accounts 
e* Other credits 
f. Outstanding balance 

«* Vba» applicable, whether Transfer sad Clearance Fora 
fees beta received fro* individual's f eraser station. 

2. Accountings on hand which have not bom audited at the tin* 
Fern tO-fB is received, will be given priority trea latent a*d 
will be shown on For* 2C-6B under “Certified accountings not 
records*! la Accounts*. 

3. Indicate m the font ary pertinent ranartes that sdght assist 
the Operations and Liaison office* in clearing tho nans. 

L. Return to tho respective perationa and Liaison offices in 
the scat expeditious winner the eespletsd fern 20-6F. 

I • The Payroll Section will* 

1. 0 |cb receipt of For* 20-6.', sake notation in the individual's 
par records of his pending termination trm tbs unvoueheroe 
funds payroll. 
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2* Detoswtme sad precto to obtain information, form, 

authorisation*, eta., which will ho required to accomplish 
final #*ttlaw««t of to individual’s pay account. 

3* Mpcn specific request by to Operations to liaison Officer, 
dotemine to mount of terminal Isav® to final salary due 
to employ? «, to to amount of to Agency retirement credit 
balance applicable to the employee. 

k* Tnusuit information requested In Paragraph III, 1, 3, abacs, 
to to Operations to liaison Officer in to most expeditious 
maosar. 

5* Upon receipt of notification from to Operations to liaison 
Officer to tbs effect tot off-sot is to be effected, credit 
mounts due, the employee to amounts duo the Agency from to 
employee* 

6* At the tine an Individual paid from nitre uchortd funds delivers 
Isis Clearance Form to the unvouebered Fords fayroll l eetlsn, 
ascertain thatt 

a. Final payment inmtrue tiona are arailabls to in order. 

b, blare appropriate, Request for Retlr*otent Refund for® 
has been oomplatad and is available for prosessing. 

«• A permanent or forwarding address is available. 

b. She 0p#f*ti@j*s to Liadaop S ectien concerned will* 

1* Upon receipt of Form fO-6B, review tbs pto&sg files, item 
in process, and where applicable, the suspended disberscKSi.t# 
list for to individual's fom®r fetation to d«t«raine whether 
umsleared transactions exist therein for the terminating 
individual. 

2. Recto rtefc dstarminaiiaas «a Form KMB, to return to 

form to to Operations to Liaison fe action Certifying Officer 
la to most expeditious manner. 

F* lb* Iterations aid Liaises Branch will* 

1. Advise the » ©ushered Funds ray roll French, Fiscal tivisioa^ 

W m em oran dum (la triplicate) with respect to mounts to- 
be deducted free final payment to employ @aa paid from 
voudtered finds, Indieating to nmee af to Agent Cashier 
to whom the cheek Is to be nude payable, 

*• One eegy of to memorandum to be retained fcy to Fiscal 
Division, one espy to be returned to the 0 ft L Bramah 
indicating eempllanee, non-compliance or partial com- 
pliance with the *t*torandu», one eogjr to be returned to 
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tfeo Hanataay tlrcrKh , inanca Idviaion, in rapport of check 
covering tha dathjctlon rad copy of t tandard fora # 105 Q 
referred to la Paragraph 2, halov. 

2. Upon receipt of the chock mad® payable to tfeo "Agent Caehi r'* 
the Fiscal niwialon sill hand carry the check to the Hraataiy 
Branch, Flitanoa J-iviaAon, accorapanlae fcy a copy of the 
Standard Pam #1950 and one copy of the rnm&rm&m irm thu 
0*1 Branch rocua a t laf tea dodnstion frost tea amplify a m * a 
final salary pagnaont. 

B* The Monetary Branch wills 

1* Harare tee deposit to tha cradlt of tea appropriate 4 gent 
Cashier rad doranortt tee tranaacttoc in sate a mmor m to 
oradit the advance account of tea sa&pleyee m It appears lit 
tea Finance liviaion records. 



Chief 



25X1 A9a 


& Ft nnViM ni^d» « 

^ — d^QnUkfrwJflHfr© 

F«r» F0-6A. - totlflcatio® of farad nation Action to Fayroil offices 
Far* fitHfiB - Finance Mvialtn Clearance Fa*» (frarel Section; 

Foiw F0-6C - Findnae i ltlaitn Clearance Fans (i ccounts Branch) 

Fom t0-6» - Finanae Livlaian Final Clearance Font- 
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fom 20 -& 


DA IK 

TO i 

mm * 

SUBJitf * MOTXFIl AT** OF I-JttMlHATIOM ACtiOM TO PAThOla, OTI6*& 

1. Thin is to advise that this offica has rsoeivad sotiTicatios 
that ^ is separating es ©p shout 

| from this Agamy. 

t* It is reenacted that nucoasary actios be initiated to clear 
the shews aafslegee is accordswa aith Finance division Operating 
Frocedsrs #8 S-6. 


Chief, o" 6 ’ L 


SmlAm 
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flMWSfe lift ibluM uLJUsAMCi-, Foafc 

( travel Section) 

(0* ft L taction) 


un 

mi 

BIVSSTOfi _____ 

AmtuKSira sitior ssp^mtic n 

kuMiM FOH bcMUktlVto mmmi» CUWaKUlO Of QtAt' T 

SUBJIC? m (Qevtmehwd) { woosh ared) PU*j£. 


(See attached for Facade, Alia*, Jfite.) 

ust wf iGUL hum,* 


kKBl3natla?i 


Buis ifit Bafrefty 


Advance received in field 

Slot recorded 

Advance received at Head- ( t ^ ) ' 

<part«r» - Sot recorded (late of lirWt), 
Certified Aeeeuato * Hot ( ^ . ; 

recorded la Accounts (la feeTeiSSHed) 
Other Unsettled ranaectione 
(1 ewulbe lei no) 

Balance of Above 1 toe 


Trenofbr and Clearance Sheet, Cable, or " inpatoh (hee) (bee not) boon receive 


fr«n 


H^SV l dCTV Tcamir "s tltia«3 


« 


Signed 


{Chief, travel Section) 

(Chief, u it U faction} 
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FimaS6& M.\±B 1 QX CAMteJKS Tim 

Accounts H ranch 


sai» 

(£«® attached for Pseudo, Allas, t f*,) 

DIVISION LAST m'WUU STATION 

mmmmm m-m or s&pakatsoi 

SiilliC f CiN (Unvssehoired ) (foaehsred) ihifeL^ 


tsssm.j$j 


(D 11 * 2.2 

( 2 ) liiktl 
4~- (3) liilli#? 

(|) I M i ,3 

(0 ml 7 
(?) m 
(8) 150.1 
(9) 150.2 

<H 300.1 
(H) 300.2 


Bite ef l^st teesrding 



Debit 


r.g,;,y g lK!g 


Credit 


MTi. CttGlfcB 

idSMMIS* 
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' h " {' V' 


FORM 20-^D 


FIHA8C*. iilVISIOH FIKAL CLEARANCE tQM 


M 

SAME (Sso attached dSwp Pseudo, Allae, ) 

BXW31C B ' m LAST OFFICIAL STATION 

APPROXIMATE BAH Of SEPARATION 

SOldlCT ON* (Unveucfeered) (Vouchercd) (Military) WM&* 


TO* t w 

The followdLog Pyrrol! action la to be taken per cencturrence o t the eaplcye* 
to eleer Items noted on the attached etatsaeni ISPttl* the Account leeiiom 


Based cm die attached doeaaeate* 


C03SCUR* 
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